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This guide provides information for community 
colleges on the recruitment, retention, and job placement of women 
and men in occupations nontraditional for their sex, based on two 
programs offered at the College of Marin, machine metal work for 
women and secretarial/office work for men. Part I discusses barriers 
confronting men in secretarial/office programs and women in machine 
metal programs on the basis of a statewide survey of instructors in- 
these fields and on interviews with 17 women machinists, 16 male - 
secretaries/typists, employers/supervisors, and program, dropouts. 
/ Part II examines strategies^ used by --community colleges to encourage 
men and women to consider nontraditional programs and provides advice 
on the use of role models, self-assessment, employment information, 
job experience, and publicity. In. Part III, strategies are presented 
for student retention through classroom techniques and campus support 
services. Part IV provides guidelines on job placement, including 
information on job-hunting techniques and on-the-job strategies. Part 
V gives information on special considerations in; developing 
nontraditional programs, such as the .shared characteristics of male 
and female participants, and provides criteria for assessing the 
success of nontraditional programs. Exhibits include examples of 
model flyers, programs, and activities. An appendix provides the 
instrument used in the instructor survey. (Author/HB) 
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"I love to cut metal; if s fun and a challenge." (A) 



"I'm excited about my work." (B) 
"I have a sense of pride in what I produce and in my ability." (A) 
"I have marketable skills; i know I can always find a job anywhere/' (B) 1 

\ 4 

These vyprds are unusual in two ways: 1.) The speakers reflect enthusiasm and satisfaction in 
their, chosen Work, and 2.) they are also the -words of workers who are employed in 
occupations which are not traditional to their sex (A — Female machinists and B — Male 
secretaries). \ 



Community colleges 2 have long recognized the value of career planning which includes the 
identification arid assessment of an individual's skills, interests, values, arid needs, the 
provision of current career training and labor market information, and instruction in job 
search techniques. Nontraditional program areas provide additional work options for men 
and women which result in more career opportunities fori everyone. 



the purpose of this guide is to discuss ways in which community colleges can inform and 
encourage men and womenio; consider riontrad itional career opportunities and to provide 
some suggestions about the retention and placement of nontraditional students. 
Ndntraditional work is riotf or everyone; however, everyone should have the opportunity to 
make informed career cKbices. The responsibility to raise the awareness of and to provide 
information about nontraditional occupations is shared at the community college by 
administrators, faculty} counselors, -arid students. 1 



This guide is one component of a VEA, Subpart ill project at College of Marin which 
addresses the recruitment and retention of students in vocational programs not traditional to 
their sex, Cbmriiunity colleges continue to have heavily imbalanced (Ke., less than 20% of one 
sex) enrollment iri vocational education-training programs. For this project; two specific 
programs were selected for investigation: secretarial/office for men and machine metals for 
women. These programs were chosen because they: 

i \ \ « 

• are stereotypically identified with one sex. 

• , I 

• have imbalanced enrollment at most community colleges. 
■ * t V i 

• have favorable long-range labor -market projections. 



"1; Quotations and anecdotal materia! in this guide have been 
modified as necessary to protect the anonymity and confidentiality of 
the project participants. 

1 Throughout this* guide, references to "community colleges" 
signify those in the/state of California, 



All the project activities were targeted for the two programs (machine metals for women and 
secretarial/office for men). The project components which relate Jo this guide include the 
following: V 

A statewide survey to gather information from instructors regarding barriers to 
equal access at the college level for the two vocationaj programs. 

• Structured interviews with male secretaries/office workers, female machinists,- 
employers, and drop-outs from nontraditional programs to gather additional 
information regarding barriers. 

• Locating and/or describing model programs and approaches used at community 
colleges. 

• Developing and implementing recruitment activities. 

• Identifying and providing support services. 

• Strengthening a job placement system for nontraditiohal workers. 



• Most of the suggestions and practices discussed in this guide are applicable to other 
vocational programs. Very few of the suggestions appear, to be idiosyncratic to the two 
specific occupations/This guide addresses nontraditional work for both men and women. 



This.guide is organized in the following, manner: 



PART ONE: 

PART TWO? 
PART THREE: 
PART FOUR: 
PART FIVE: " 

EXHIBITS: 
APPENDIX: 



BARRIERS — a discussion Of barriers confronting men in 
secretarial/office programsand women in machine metals 
programs based on the survey and structured interviews. 



RECRUITMENT j 
RETENTION ? 
JOB PLACEMENT J 



suggested activities and procedures 

. \ . 



SPECIAL CONSIDERATIONS shared characteristics of 
male and female nontraditional workers and observations 
regarding men in secretarial/office work based on the 
structured interviews. \ 

examples of model flyers, programs, activities successfully 
used by community colleges. 

copy of survey form. 
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SOME PERSONAL OBSERVATIONS ABOUT BARRIERS . 



"Secretarial work does not fit the, traditional image of the male worker. It is 
opposed to the male image of many cultures" (Instructor) 

"i felt out of place as a male — I'm more mellow now because of my age (42)." 
(Secretary) 

"Men feel their manhood would be threatened by doing 'women's work'. The 
work is considered by the culture to be subservient Men see themselves in more 
'aggressive' roles." (Instructor) 

"When salaries and recognition levels reach the levels of the competence required 
to do t^e job properly; both intelligent men and women will consider clerical 
work/' (Instructor) 



"I had some experience with tools and machining as a young girl, but still did not 
have the familiarity and confidence that make learning easy." (Machinist) 

"Lack of prerequisite math skills and basic technical knowledge still remains as the 
biggest anxiety for women/' (Instructor) ^ 

W 

/'Major barrier is the image of the machine shop: 

1. large equipment 

2. dirty 

3. women can't picture themselves in the shop." (Instructor) 

"Just being raised female guaranteed me a background that was less adequate than 
' that of my fellow (male) students* The difficulties learning certain skills were mostly 
due to that lack of background and lack of confidence —but I think these are not so 
difficult to overcome." (Machinist) 
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A clear understanding of the barriers which confront men and women regarding 
nontraditional occupations is important for effective program planning. In order to gain an 
understanding of the barriers related to the specific occupations, machining and 
secretarial/office, a statewide survey was conducted. The primary group surveyed was 
community college instructors who taught first year courses in these two areas. This group 
was chosen because there is little information available which taps the knowledge and 
experience of instructors regarding barriers to entering nontraditional programs. The 
instructors were asked to respond to specific items and indicate what they perceived to be 
barriers to the recruitment, retention, and job placement of nontraditional students. (See 
survey, Appendix.) ' 

X x 



The survey response rate for secretarial/office programs was 93% (N=95); for the machining 
programs, 100% (N=44). Of the responding instructors for secretarial/office programs, 82% 
were female, and 18% were male; for machine metals, 100% of the respondents were male. 
All the instructors had at least one nontraditional student in their teaching experience. The 
majority of the instructors (90%) indicated there was less than ten percent nontraditional 
students enrolled in their current classes, fali 1981. 



To provide additional information regarding barriers which exist for these two occupations, 
interviews were conducted witfc: women machinists (17), male secretaries/clerk typists 
% (16), employers/supervisors (30), and drop-outs (10). The interviews were structured to 
include the same items to which instructors responded in the survey. The structured 
interviews of supervisors/employers and employees were conducted at twenty-two 
companies which included: large corporations, small machine shops, various industries, 
the public and private sector. The geographical area represented by these companies 
included six counties in the San Francisco Bay Area. Additional. information was obtained 
through telephone interviews with instructor and/or administrators at thirty California 
community colleges. The overall results of the survey and interviews are summarized in this 
section^ 



BARRIERS TO I 



Secretarial/Office Progams 
for Men 



Men do not enroll in secretarial/office 
programs because they: 



* BELIEVE WOMEN ARE BETTER 
, SUITED FOR THIS WORK. ' 

^ * * 

* fear they cbuld*not support 
» selves and/or family on pre- 
vailing wages. 

* have never known a man 
with This job. 

* fear negative reaction by 
Other students. 

* lack information about, 
their owjm skills and interests 

* lack information about job 
opportunities. 




RECRUITMENT 



Machine Metals Programs 
For Women 



Women do not enroll in machine . 
• metals/machine shop programs be- 
. cause they: 



* LACK EXPERIENCE WITH MACHIN- 
ERY AND; TOOLS; 

* LACK INFORMATION ABOUT 
THEIR OWN SKILLS AND INTERESTS. 

* BELIEVE THAT COMPETING ON 
THE JOB WOULD BE DIFFICULT. 

* LACK CONFIDENCE IN THEiR 
ABILITY TO LEARN SKILLS. 

* HAVE NEVER KNOWN A WOMAN 
WITH THIS JOB. 

* LACK TECHNICAL BACKGROUND. 

* LACK INFORMATION ABOUT JOB 
OPPORTUNITIES. 




1± 



These factors were perceived to be barriers.to recruitment by 60% or more of each group — 
the instructors, employees, and supervisors/employers. The barciers are listed in descending 
order of agreement. y 

It may be important to note two barriers which received divided responses. For machine 
metals: the factor that women believe men are better suited for this job was agreed to by 
83% of the women machinists and supervisors/employers but by only48% of the instructors; 
(29% of the instructors said they did not know ifsthis was a factor). For secretarial/office: the 
factor that men have been discouraged from selecting this career by family was agreed to by 
73% of the male secretaries and supervisors/employers and by only 53% of the instructors. 



BARRIERS 

Secretarial/Office Programs 
For Men 



Men decide to withdraw because they: 

* MAY HAVE FELT OUT OF PLACE. 

* HAD NO CONTACT WITH MEN 
WHO COMPLETED THE PROGRAM. 

* HAD NO CONTACT WITH MEN 
WHO WORKED IN THE FIELD. 



RETENTION 



Machine Metals Programs 
For Women 



Women decide to withdraw because 
they: 



* MAY HAVE FELT OUT OF PLACE.. 

* LACKED SELF CONFIDENCE". 

* HAD NO CONTACT WITH WOMEN 
WHO COMPLETED THE PROGRAM . 

* HAD NO CONTACT WITH WOMEN 
WHO WORKED IN THE FIELD. 



These barriers were perceived to be factors in the retention of students by 55% or more of the 
instructors surveyed. They are listed in descending order of agreement. 

Botli instructors and employees commented th^t barriers toje tention were difficult to assess 
because of the limited number of mdfn and women who have enrolled in these programs. 



BARRIERS TO JOB PLACEMENT 



57% OF THE WOMEN MACHINISTS STATED THEY FACED 
DIFFICULTY FINDING EMPLOYMENT IN THE FIELD. 

60% OF THE WOMEN MACHINISTS PERCEIVED EMPLOY- 
ERS TO BE RELUCTANT TO HIRE WOMEN. 

V 




The survey and interviews indicated that ;he majority of the instructors and supervisors/ 
employers in both areas and the male secretaries did not perceive barriers to job placement. 
Women machinists, however, did indicate that they experienced difficulties in obtaining 
employment. 
% 

There was general agreement among all three groups that the npntraditional job seekers 
should be highly skilled in job hunting/interviewing techniques in order to be hired. In 
addition, there were numerous comments regarding issues which arise on the job after 
placement. Both of these will be discussed in Part Four, Job Placement. 
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"The career center and its counselors are doing a great job in encouraging nontra- 
ditional enrollments. Faculty have had workshops, job fairs have been prepared, 
outside employers have talked with students/ 9 (Business Instructor) ^ 

"I think an effort should be made to expose the metals field to everyone* There is a 
great need for good; well trained young people. If all facets of metal work were 
known, there would be more interest generated/' (Machining Instructor) 

"Having men who We employed in clerical fields come to campus and talk to other 
men students has been the greatest success on our campus. We held workshops for 
men only and found that the number of men enrolled increased aftef wards;" 

(Business Instructor) 

"Women need to be counseled beginning in Junior High and High School to the 
realities of life. They will need to work. Many will end up working in factories at low 
skilled, low paying jobs. They can get trained to be a machinist and get good pay." 

(Machining Instructor) 

J . • -, ; 

Many recruitment strategies have been used by community colleges to encourage men and 
women to .consider nontraditional vocational programs. Before beginning specific 
recruitment activities, some preliminary planning is advisable. The following factors might be 
considered in-order to determine an appropriate nontraditional recruitment plan: 

1. What vocational programs have imbalanced enrollment (by sex)? Is there a favorable 
labor market forthese occupations? Who are the prospective employers? Which specific 
programs should be selected for- recruitment activities? 

2. ^When can students enroll in the selected programs? Orifce a year? Once a semester? 
'Open entry/open exit? Are classes available in the day, evening, late afternoon? Are 
there prerequisite courses? 

3. Who will be the target population of recruitment activities? For example, currently 
enrolled students who are undeclared majors? High school students? Displaced, 
homemakers? Veterans? Ethnic minorities? Company employees wishing to upgrade 
their skills? Men, women or both? 

\ 

4. Who will coordinate the recruitment efforts? Will a program or service be identified as 
specifically devoted to nontraditional interests? What funds are available for recruitment 
activities and expenses? ^ 

* 5. Does the recruitment plan have long range or short range goals? Or both? Is the purpose 
to increase the awareness of students, the community, high school students, or other- 
populations regarding nontraditional career opportunities, or is it to increase 
nontraditional enrollment in specific vocational programs? 

x Answering these questions will help to clearly define the intent of the recruitment plan and 
suggest ways to evaluate its effectiveness. 



"I believe the same types of efforts -that have gone into opening nontraditional 
fields to women need to be made to bring men into, this field. The solutions 
probably would not be the same as in the women's case, but the same commitment 
of time and funds must be forthcoming before movement will take place." 

(Business Instructor) 

"I have tried to recruit high school girls for several years and have not succeeded. 
They are not interested in machine shop. They are very much inclined toward the 
more feminine traditional jobs. Most think that they will only work a few years 
before their knight in shining armor will come Vto their rescue." (Machining 
Instructor) 



\ 

The perceived barriers to recruitmentxliscussed in Part One suggest that some recruitment 
approaches may. be. more effective for men; others, for women, Sociological barriers 
resulting from sex-role stereotyping, sex bias, and lack of social acceptance (such as believing 
one sex better suited for ah occupation and fearing negative reactions of other students) 
were cited more frequently in relation to men than to women. Experiential barriers, also 
resulting from sex-role stereotyping (such as lack of experience with machining tools and 
lack ot technical background), were cited more often for women. There are, however, five 
recruitment strategies that have consistently proved to be successful in this project and at 
other community colleges in making some inroads to reduce the barriers for both men and 
women. »•''•. 
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ROLE MODELS 

Role models can be effectively used to reduce the major barriers of believing one sex is better 
suited for a particular occupation, Having never known a man/woman with the position, 
believing that competing on the job would be difficult, and lacking information about job 
opportunities. The value of role models cannot be overstated; they are the true bridges to 
non traditional occupations. They make nontraditional work a reality. After the workshop 
Women: Consider Machining Careers, participants wrote: 

"I learned how women could work as machinists." 

"i especially enjoyed and learned a lot from Jane Doe — since I, too, am a woman/' 

'After a similar workshop regarding men in office careers, participants wrote: 

"The speakers caused me to. re-examine my attitude towards clerical work. 0 

"These men know their work and enjoy it. They presented that in their talks/' 

Role models can be used in a variety of recruitment methods: I 

! ? - 

• Speaking at recruitment workshops on specific careers. 

• Developing a^irectory of nontraditional worker^ who are willing to speak with 
individuals about their/fields. " 

• Hiring nontraditional instructors/lab assistants/staff members on campus. 

• Providing nontraditional students and/or workers as speakers to feeder high 
schools, community groups, etc. | 

• Selecting nontraditional students as guides for campus tours of vocational 
education areas for junior high and high school students and interested community 
members. 

■ I 
l 

SELF-ASSESSMENT 

Counseling and career/life planning classes can help men and women to determine if 
nontraditional work is appropriate for them. Values clarification, goal setting, decision- 
making, interest and skills assessment are essential parts of the career planning process and 
can reduce the barriers of lacking information about one's skills and interests; lacking 
confidence in one's ability t6 learn the required skills; and fearing negative reactions by 
other students. The issu?> of money as a barrier to men entering secretarial/office work is 
partially one of values: (How important is money to me? How much money do I want and 
need to make?); anc{ one of information: (Which employers pay more? To what higher 
paying position can I advance?) 



Self-assessment is a significant aspect of these recruitment activities: 

• Providing and publicizing career counseling services and classes which are 
available day and evening hours. 

• Conducting inservice training of counselors regarding the issues involved in 
nontraditional career choice and providing information regarding the demands 
working conditions, etc.,of nontraditional programs and employment. - ' 
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• Including the topic of sex-role stereotyping and its occupational implications in 
the curriculum' of related academic courses, such as psychology, sociology, 
behavioral science; 

• Infusing career-related group self assessment activities, e.g., values clarification, 
decision-making exercises, in/cademic and vocational-classes; Arranging for 
career counselors to make these presentations in the classroom. 

"~ • Organizing reference 1 7naterfaT(e^.T BdoRsJ 'research reports^ bibliographies) 
regarding the special needs and characteristics of- nontraditional students and 
workers for staff use. - ^ 

• Designating counselor(s) to specifically work with persons considering or 
" enrolled in nontraditional prograrps. 

• Providing workshops cn selected topics to assist students in their career 
planning. / 

• targeting specific counseling services, workshops and/or classes for undeclared 
« majors and present nontraditional career options. 

> • / i 

As examples, flyers describing counseling.courses and services specifically for nontraditional 
occupations are included in the Exhibits Section. 

y<"' . . ■ 

EMPLOYMENT INFORMATION | 

/' 

Accurate up-to-date, employmenuinformafion and labor Market projections are essential 
for anyone making a career choice, especially a nontraditional career choice. The barrier of 
lacking information about job opportunities can be direr Jy addressed by numerous 
recruitment activities: 

• Providing tours of work sites for persons considering nontraditional programs. 

• Organizing and distributing significant and current labor market information to 
instructors and counselors. 

• Conducting workshops in which employers discuss opportunities for 
nontraditional workers in various industries. 

• Publicizing the successful job placement of nontraditional graduates. 

• Conducting "Career Days", "Job Information pays" for students, high schools, 
and the community at large. 

• Surveying local labor market to determine specific training and/or program 
needs. Providing this.information to instructors, counselors, and students. 

• Developing an employer resource file for nontraditional students who are 
seeking parMime or full-time employment. 

• Selecting and maintaining readily accessible information regarding nontradi- 
tional occupations, skill requirements, salaries, etc., in a career center or 
wherever appropriate. 

See sample of a Job Information Day in the Exhibits Section. 



"HANDS-ON" EXPERIENCE 

This strategy is aimed at the barriers mentioned which described particularly women as 
lacking experience with machinery and tools and lacking/technical background. Several 
community colleges are conducting workshops, survey classes, and introductory courses 
which Iprpvide students with the opportunity to learn about a particular occupation and to 
experience directly some aspects of the job — e'.g., ^operating machinery] use of tools, 
measuring, etc/Manylnstructors described this as an.etfective recruitment approach. One 

workshop participant wrote: . \ ** 

<% • 

"We (women) need all the information and hands-on experience We can get!" 

Another workshop participant (male) commented: * 

"Just sitting in front of the word processing machine and learning what it can do, excited and 
intrigued me. I want to learn morei" 



Several brochures describing some of the classes and workshops which provide "hands-on" 
experiences are included in the Exhibits Section. 




ACTIVE PUBLICITY 

All of the recruitment activities require extensive publicity. Publicity can be aimed at the ^ 
community and/or the campus in general to promote an overall awareness and acceptance 
of nontraditional occupations or at specific target groups to encourage and recruit 
students. 

A variety of media (newspaper, radio, TV, brochures, flyers, community displays, campus 
publications) is preferable. Every method used in this project produced results; no one 
method singularly outweighed the others in effectiveness. Having the services of a publicist 
specifically wb/king on publicizing nontraditional career activities was most successful for 
this project and resulted in extensive media coverage. Refer to two newspaper articles in the 
Exhibits Section. 



prospective 
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Regular college publications can be used for recruitment purposes, such as having photos of 
nontraditional students in the catalog or schedule of classes. , 

Publicity recruitment activities may include: 

• Arranging articles featuring nontraditional students, workshop speakers/role 
models, graduates, etc.,for local newspapers. ' 

• Developing brochures, flyers, posterior campus and community-use. 

• Preparing some eyecatching, attractive displays regarding nontraditional careers 
which are portable and can be used at campus events and at various community 
locations. \ 

• Planning the distribution of publicity items as appropriate for the proposed 
target populations, e.g., post flyers in supermarkets, laundromats, EDD offices, 
on campus. 

• Preparing public service announcements for radio and TV. ^ 

• Developingan extensive mailing listofagencies,organizations,publicbuildings, 
and individuals for distribution of workshop flyers, notices, etc. 

• Utilizing campus newsletters and newspapers to feature various aspects of 
nontraditional occupations. » 

• Providing enthusiastic nontraditional role models as speakers for local TV and radio 
programs. 

OTHER STRATEGIES 

Carefully planned recruitment workshops focused on specific vocational programscombine 
many of the strategies, already discussed. <3ne oflthe unanticipated outcomes oHhese 
workshops was that instructors expressed an increased enthusiasm for nontraditional 
employees after meeting and hearing the role model/speakers. Sending all wo/kshop 
participants a follow-up letter from a counselor encouraging them to continue to explore 
nontraditional cafeers and to use -the college's, services was also found to be' effective. 

Samples of workshop flyers and follow-up letters are included in the Exhibits Section/ 

Numerous other recruitment activities were suggested in the survey and in the interviews. 
Some of the most frequently mentioned for recruiting men into secretarial/office programs - 
were: » 

jr * 

• Link typing skill with the use of keyboard in data processing, business manage- 
ment, word processing, etc. 

• Designate typing as a requirement for other courses of study. 

• Change the vocational program title.to Office Administration, Office Occupa- 
tions, Business Skills, etc. The terms clerical and secretarial were described as 
subservient, demeaning, and feminine by many instructors and interviewees. 

• Use the term keyboarding rather than typing — it is considered to be a more 
neutral term. ^ 

• Be aware that men enroll in typing for non-employment related reasons. During 
class, instructors can discuss the employment possibilities for men. 

• Describe the successful use .of secretarial/,office positions by both men and 
women to get into companies, to advance into management, to move up the 
ladder, 6tc. 
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• Present employment opportunities in word processing. Thisiield is considered 
to be more attractive to men, because it is new and connected with computers. . 
Also,it doesn't have the sex-linked history of other office occupations. 

Some of the most frequently mentioned additional activities to recruit women into 
machining programs include: 

, * ■ \ 

• Encourage present male machining students to interest their sisters, spouses, 
girlfriends, etc., in machiningrto talk with them about the field and bring them to 
the training site. Many of the women machinists interviewed initially heard about 
the field through boyfriends, relatives, etc, 

• Conduct math anxiety workshops regularly, 

• Note the similarity of numerically controlled machines with the typewriter 
keyboard to prospective women students. 

• Designate a survey class in machining as a requirement for other courses of study. 

• Schedule late aftempon and evening classes to meet the needs of employed ; 
women wishing to develop or upgrade their skills. 

• Expose junior and senior high school female students to the field of machining 
through role models, tours, movies, etc. 




PART THREE: 




RETENTION 
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SURVEY QUESTION; When have you noticed the largest number of withdrawals 

by men/women from secretarial/machine metals classes? 



Responses from instructors of secret 
tarial/office programs regarding 
male students: 

Register/don't show , .24% 

1^3 weeks 42% 

4 + week 18% 

Don't know 29% 



Responses from instructors of mach- 
ine metals programs regarding 
women students: 

Register/don't show 21% 

1-3 weeks 33% 

4 + week 17% 

Don't know 29% 



Retention is a concern. Once a student has enrolled in a nontraditional program, what can 
the community college do to help him/her succeed and complete the coyrse? This part of the 
guide addresses this question and provides activities and suggestions for the v classroom and 
campus support services. 



CLASSROOM 

The: fact that men and women may have felt out of place in nontraditional classes was 
perceived by those surveyed and/or interviewed in this project as the major barrier to 
retention. > 

m The instructors can set tl e (one of the class to encourage all students and to 
acknowledge the value of nontraditional students. A typing instructor 
recommended, "Praise the men in the class and make them feel a part of the class* 
Announce the firs! day the value of having men in classes* Set the class 
environment/' An instructor can demonstrate concern and interest for individual 
students by contacting them by phone or mail if classes are missed. 

* 

# Instructors may not be aware of their own biases. In the survey and telephone 
interviews, there ^ere some comments by instructors in which they questioned 
women's place in a machine shop. Similarly some secretarial/office instructors 
expressed the belief that clerical work was not suitable for men. Often instructors 
are accustomed to. referring to students of one sex and are unaware of the negative 
effects of their choice of words. One* male nontraditional student said, "It still 
bothers me that the teacher refers to theclass as ladies/' In service training may help 
instructors to be aware of the existence and repercussions of their own biases. 

m Eliminate and /or note any sex stereotyping in language, pictures, etc:, used in the 
classroom. Often instructional materials and texts may refer to and/or depict the 
majority sex* One instructor interviewed makes it a habit to point out sex 
stereotyping in advertising to representatives of companies selling equipment, 
texts, and films. Another instructor made the comment, "Check the latest 
advertising of company X. The males are dictating and the females are operating the 
equipment/' 



• Equally important in the retention of students are efforts to make the classroom/ 
laboratory environment free of sex-linked materials such as signs, pictures, and 
displays which may evoke masculine/feminine atmosphere* Also facilities such as 
work space, restrooms, lockers should be ecjuitable for male and female students. 

• The use of role models can be an effective retention strategy. Role models can be 
instructors;, laboratory assistants, guest speakers, former students. 

Many students enter a nontraditional training program with limited or no know- 
ledge of the employment opportunities, salaries, and working conditions/ 
demands of the occupation* This lack of information about employment factors can 
result in students withdrawing from the program* Thus, employment and labor 
market information are invaluable classroom topics. Field trips and tours of 
. employment sites may serve the same purpose and also allow students to observe 
j the actual work environment. 




RETENTION 
Eliminate 
Red tape! 
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CAMPUS SUPPORT SERVICES 

Various offices and departments on the campus offer.support services which can aid in the 
retention of nontraditional students/ . , 

c » 

\ • 

• Many nontraditional students are concerned about their financial situation and 
require assistance in order*to attend school. Consequently^ information regarding 
financial aid resources on campus and in the community, should be readily 
available. Staff can prfcvide assistance to /lontraditional students in the actual 
application process. 
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• Ah area of Concern to many nontraditional students who are parents is childcare. 
1 nformation on campus and community childcare resources may be made available 
through a brochure which could be distributed in classes and other areas and 
through referrals by service centers such as Women's Centers and Counseling, 

• There are a number of difficult situations confronting^nontraditional students. 



"During training I needed more contact with other women. Usually I was the only 
woman in the class. It's hard to learn if you don't know what questions to ask/' (A 

Machinist) 

"Those who have dropped from the program did so because of peer pressures, 
family pressures, and poor self image that could not be reversed in such a short 
time." (Machining Instructor) 

"Could develop a negative self image if you feel your position is demeaning." 

(Male Clerk/Typist) 

"Harassment by male students is the number one reason for withdrawing." 

(MachiningJnstructor) 



Individuals often do not have the ability to deal with issues such as being the only nontrad- 
itional student, being highly visible and being the object of harassment as well as trying to 
succeed as a student. Counseling support can be very helpful to the nontraditional student 

and can be made available in a number of ways: 

• * 

m Establish a support network among nontraditional women/men on campus. 

<■ Identify nontraditional students early and send a letter prior to the first day of class 
to apprise them of counseling services. (See sample letter in Exhibits Section). 

*« Develop classes and workshops which focus on specific topics related to the 
nontraditional student such as sexual harassment, assertiveness training, and 
- problem-solving techniques 

m Counselors may visit classes to talk informally with students. This method was 
successfully used in this project to reach many of the evening students in the 
secretarial/office and welding classes. 

• Many women in nontraditional programs heed to build strength and stamina;thus, 
the provision of physical fitness and/or weight training classes may be an excellent 
support program. 

• Another retention strategy is the provision of tutoring for the nontraditional 
student who may be at a disadvantage because of a lack of preparation for the 
subject matter. "There was more work and study skills needed in the courses 
(specifically shorthand) thah originally thought/' (Male Secretary) 

• Establish a policy which advises students to-see a counselor before withdrawing 
from class. Thus, a counselor could provide assistance to a nontraditional student 
before he or she terminates. 




On 



The process of finding a job and getting hired is difficult for almost everyone. The person 
seeking nontraditional employment may confront additional problems due to his/her high 
visibility. " 

"Men do not like male secretaries/ 9 
"Screening, is mojre severe for men/' 

(Supervisors of male secretaries) 

"You will face discrimination — you must have self-confidence or you will be destroyed/' 

(Advice to women machinists fronra female machining supervisor) 

Despite these negative comments, there are a number of ways in which a community college 
may provide job placement fielp and information to, students seeking nontraditional 
employments a result of this project/three areas were identified which appear to constitute 
"successful" job placement and employment. Firs^the student must learn b$sic job hunting 
techniques^e g.^esume writing and interviewing). Second, the student should be aware of 
any job hunting techniques specifically related to the occupational area. Finally, there are a 
number of strategies which individuals may follow once they have been employed. 



BASIC JOB HUNTING TECHNIQUES 

Whep asked what advice they would give to a man or woman seeking a job in a nontraditional 
area, the supervisors/employers who participated in this project most often gave replies 
which related 4 to basic job hunting techniques: 



"Show a career interest in the field — have a definite idea of what you want to do — 
not 'just a job\" 

"Believe in yourself. Show more confidence. Don't be hesitant — say I want the 
job/' 

"Look into the type of company you want to work for/ 9 
"Be professional when interviewed/ 9 



In other words, the rudimentary skills of researching the labor market and learning abouf 
specific employers, filling out a job application, writing a cover letter and resume, and 
interviewing usually associated with general job hunting are also important to the nontradi- 
tional job seeker. 

There are several ways in which the community college can provide information on basic job 
hunting techniques: * 

• Develop a credit course;, this may also be required for graduation. 

• Include a unit on job hunting in the curriculum of the vocational program. 

• Provide workshops. 
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• x Bring employers/personnel, specialists into the classropm to speak with 
students. 

• Apprise students- of college resources available for individual assistance in job 
seeking such as the Job Placement Office and'Career Counseling. 

• Provide printed materials such as employment manuals or handbooks which 
pertain to job hunting. 

■ • ■ • . .. ^ ■ 

Especially effective in helping students to k now where to look for employment and how to 
obtain information about specific employers are to: 

• Orient^students to the use of the career resource library. 

• Develop an employer resource file with company brochures,annual reports, job 
descriptions, job applications, etc 

• Providie classes or workshops, regarding informational interviewing, so that 
students may learn how to conduct their own research. 

/ - \ 

\ 

SPECIFIC STRATEGIES RELATED TO JGS PLACEMENT 
IN NONTRADITIONAL OCCUPATIONS 

Many of the comments made by the project participants revealed and reinforced the need 
for specific job^lacement strategies to assist the nontraditional job seeker. 

Job Development: , 

■ Identify employers who have demonstrated their interest and commitment by 
hiring nontraditional employees and work with them. 

a Assemble an Advisory Committee of employers to promote and assist in job place- 
ment activities. • 

m. Develop a year-long plan to work with employers by involving them as a resource 
for role models, tours/informational interviews, sample application forms, etc. Asa 
result of developing this oh-going relationship, the college is a known factor when 
approaching the employer for a job for a specific individual. V f 

■ Work with large companies. This approach is especially true of machining. Large 
companies are often more willing to hire and train inexperienced, entry-level 
employees. 

Job Placement Services for Students: 

■ Designate an area, bulletin board, or display where current job openings,* 
apprenticeships and testing dates are posted. 

'■Provide workshops/classes and/or tutoring to prepare students for pre- 
employment testing. 

■ Planfor^he human behavior riee^s of students by helping them toanticipateand to 
cope with specific job hunting problems a.riontraditional job seeker may face. For 
example, individuals may want to list potential problem questions which may arise 
in the interview and develop solutions or responses in advance. 

■ Provide information about the functions of unions and the various procedures to 
apply for apprenticeships. 

■ Encourage students- to develop their own networks by contacting other 
men/women who work in the field. 

" ' \ - 
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■ Follow up on individual placements. Research has indicated the value of follow-up 
activities as a means of supporting, students and of evaluating placement 
techniques. Also, follow-up contacts are a means of maintaining positive employer 
relationships. t . ^ 

■ Provide resource information oh agencies which provide services to nontraditional 
women/men. * \ 

■ Provide part-time job opportunities and encourage students to obtain work 
experience while enjolled in a vocational program. 



ON-THE-JOB STRATEGIES 



A major recruitment barrier to enrolling in machine metals was the fear that competing on 
the job would be difficult. Indeed, obtaining an actual job does not terminate t^e difficulties 
the nontraditional worker v may encounter. Male secretaries, female machinists, and 
supervisors/employers provided firsthand information for survival\and success on the job. 
Although many of the comments can be applied to the traditional employee, they are 
especially significant for the person who may be the only male or female in a particular job 
category. 

The major\ on-the-job issues reflected in the comments/advice were related to personal 
? behavior and with dealing-with harassment. „ t 

"Keep work and personal life separate — don't discuss personal problems at work and don't 
bring problems to 'work with you/' (Male Secretary) \ 

\ 

"Some women anticipate problems, they feel they are going to be discriminated against. Be 
business-like and professional/' (Female Machinist) 

"Part of the game is to look the part. I have to dress appropriately and give the impression of 
being in control, competent, and never get alarmed." (Male Secretary) 

"Get a good background in math; be physically strong; develop your sense of humor, so that 
you can handle sexist comments that will probably come your way on the job." (Female. 
Machinist) 

"Eyen-temperedness isn't necessary, but it helps!" (Female Machinist) 

Other comments concern one's relationship with the boss and the issue of advancement. 

"Don't be scared — ask questions — be honest with your boss — develop good communi- 
cation with the boss." (Female Machinist) 

"Be a secretary to the top person. If s less frustrating and you have more power." (Male 
Secretary) 

"Have a goal in mind. It's easy to be trapped into a job and stay because of money and 
security. I've seen it with me." (Male Secretary) 
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"I fed this: I resent women who enter the trade for money only and don't put out much 
effort" (Female Machinist) 

"111 nevtr be 'one of the guys 9 . If s a disadvantage and can affect my advancement" (Female 
Machinist) 



Recognising the concerns and problems of the nontraditiohal worker on the job, community 
colleges can provide counseling support and information to students preparing for 
employment. By bringing in role models and providing opportunities for students to speak 
with those successfully employed, students will have a better understanding 6f successful on- 
the-job behavior. This type of information also has a positive effect on the recruitment and 
retention of students who may fear that once trained, they will not be ablejto succeed in the 
work environment. 



This VEA/project provided the opportunity to meet nontraditional workers and their 
employers face-to-face in their work^environment and to share concerns and observations 
about nontraditional work. In this section, we wish to share^ some of these observations. 
Recognizing tjiese limitations: a) that the number of interviewees in each of the occupa- 
tional areas was 32 in .machining and 31 in secretarial/office and b) that all the interviews 
were conducted injhe greater San Francisco Bay Area; some definite patterns did emerge iri 
the responses, comments and self-designated characteristics of the interview subjects. 

SHARED CHARACTERISTICS:; MEN AND WOMEN 

Therewere some characteristics which were shared by women machinists and male secre- 
tary/office workers alike. They include: 

• Expression of challenge, satisfaction, enthusiasm, and pleasure in their work. 

Descriptions of looking forward to coming to ^vork, to doing the next task. 
Anticipation of new tasks and learning new skills/^ 

} • Awareness of their high visibility in the work setting and the sense of being an 
\ "interloper" in a "man's/woman's world". Statements that more may be expected 

of them, or that their work performance may be more closely mbnitdjjd because 
of their high visibility. A - 

• Sense of product completion. Expressed pleasure in the finished product whether a 
stack of typed letters or several thousand metal parts. A real pride in accomplished 
tasks. 

• Choice of occupation made as an adult Had not planned to be a machinist/secre- 
tary whileln high school or college* Often considered or learned about the field 
after being in the work force for a few years. \ 

• Comfort with sexual identity. Recognized the potential pressure on one's femi- 
ninity/masculinity in working in nontraditional occupations and expressed ability 
and various methods of coping with these pressures. 

• Recognition that they may work harder than their co-workers of the other sex. One 
woman machinist described it succinctly, "In order to be accepted, you have to be 

___JbetterJ!L~ ~= — r ~ 

\m Recognition that they must make conscious efforts to be accepted by co-workers. 
Acceptance is not automatic if one does a good job. I 

When looking at these characteristics, one must consider the pioneering aspects of the 
experiences of these, men and women. Many were the first ijnan/woman at their shop, 
department, school, shift, etc. They described some loneliness and uncertainty, but they £lso 
expressed the desire to succeed in their chosen field. The people interviewed remained and. 
succeeded; most had been in the field for five or more years. Some were motivated to help 
others; for example, one woman machinist said, "It's important for me to do well, so other 
women can enter the trade/' Others were motivated because they were "Doing what I like to 
do." (A Male Stenographer) Their experiences raise the question — are these characteristics 
primarily ones of pioneers and will some of these characteristics change as nontraditional 
work becomes more accepted and more commonplace? 

We also recognize a limitation of the project results in that there was neither a survey nor 
structured interviews of traditional students/workers in the two fields which would provide 
interesting comparative data. Therefore, some of the characteristics may also be applicable to 
traditional employees. 



ff SPECIAL CONSIDERATIONS: MEN 

I 

Much research has been completed regarding women in npntraditional careers; however, 
because there is a lack of information available regarding men in nontraditional occupations, 
we wish to share some additional observations regarding men in secretarial/office work- 

r \ ] 

• They "described specif rc goals and long-range plans. They were highly motivated. 
They saw secretarial/office work as a means of achieving their goals, a way to move 
bp the ladder or to get into a company. The following quotes from male secretaries 
illustrate their goal orientation: t 

"I planned to be a training director in five years* Well, here I am, two years ahead of 
my plan.- (Former secretary) 

'The Vice President started as a mail clerk. I can make it too/' 

"If. I make my boss look good, he will remember and help me to advance/' 

"I dress for work so that I am seen by others as the supervisor I want to become/' 

\ * 
v • They directly confronted the issue of low pay in the office occupations. They stated 
that the money was there if you plan for it. 

Some investigated which companies paid better wages and actively pursued jobs in 
V these companies only. ' 

Some researched companies' policies regarding promotions and wages before 
accepting a position. They viewed the. starting Salary in relation to the" long term 
salary and advancement potential. \ / 

Some took additional classes in shorthand, word processing, machine transcription 
to increase their\earning power. \ 

Some became active in union and professional organizations' efforts to raise salary 
levels. 1 * ^ 

• They described themselves as "fitting" their jobs, doing what jhey- like to do; 
-described-preferences^opneatnessrorganizationrand-sysfen^ 



• They described liking people"; expressed pleasure in being helpful to their boss, 
co-workers, clients, public, etc. 

• They liked being busy and productive; expressed displeasure at jobs with a lot of 
dead time. 1 . \ 

• They described themselves as conscientious about thei r work and desirous of doing 
a good job. t 1 

j. * t 

It is interesting to note that a higher percentage of men than women responded to invitations 
by letter to use counseling services. One letter was sent following a recruitment workshop; 
another was mailed at the beginning of each semester to newly-enrolled nontraditional 
students. 
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A WORD ABOUT "SUCCESS" 



« 



The implementation of a successful nontraditional recruitment, retention, and job place- 
ment plan requires time, effort, and commitment. Many of the barriers perceived by the 
project participants and the notion of sex-linked occupations will not disappear quickly. The 
activities suggested in this guide are visible endeavors to begin the needed change process. 



At this time success can be measured most readily by Increased enrollments of nontraditional 
students. In addition, success can be ascribed if: 1.) students are being made aware of 
nontraditional career options, 2.) information about nontraditional work is accessible, 
3.) counselors and instructors are knowledgeable and supportive of the needs of 
nontraditional students, and 4.) a system of support services and job placement assistance is 
provided specifically for nontraditional students. During this project^it was clear that many 
efforts at California community colleges can be viewed ajsuccessfa/ in these broader terms. 
The programs ,and flyers in the Exhibits Section demonstrate a variety of approaches. 

The activities suggested in this guide can help community colleges to successfully bridge the 
giip and achieve equity for men and women in vocational programs. The enthusiastic advice 
of a woman who has been a machinist for tenyears (ran inspire us all, "Co for it! It's worth it!" 
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"BRIDGING THE GAP" 



A SUMMARY MODEL FOR NONTRADITIONAL PROGRAMS 



OVERALL PLAN 



recruitment 
Activities 



RETENTION 
TECHNIQUES 



JOB 
PLACEMENT 




ADMINISTRATIVE 
COMMITMENT & SUPPORT 



STAFF 
DEVELOPMENT 
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LIST OF EXHIBITS 



Flyers/brochures describing counseling and 
services/programs for nontraditional occupations . . ., r 41 - 49 

* « 

Flyer — "Job Information Day" 51 

Flyers/brochures describing "Hands-On" 
workshops and classes ; 53-61 

* * 

Newspaper articles featuring'nontraditional ^ 
role models ..»../.. %4 ^ 63, 65 

Sample of nontraditionahrole model 
used in catalog . .\ t . •. 67 

<. 

Flyers for workshops 69-73 

Letters to nontraditional students/workshop 
participants . . . « •. 75, 77 
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Introducing 



q neuu program which assists 
men and women 

to explore and to learn about the increasing 
: opportunities In career fields which tradition- 
ally were held by one sex and are now open to 

all. . %> 

> * • 

S€flVIC€S include: • : 

• CRR€€R COUNS6UNG 

• lABOR MARK6T. TRAINING AND APPR€NTIC€SH1P INFORMATION: 

• COUNS6UNG iSUPPORT RND INFORMATION ABOUT CHANGING WORK 

flOt€S 

• WORK SIT€ VISITS 

• Pfl€-€MPtOVM€NT Pfl€PARRTION 

• JOB PIAC€M€NT ASSISTANCE 



CALL 485-9380 FOR PROGRAM INFORMATION 
CAU 48*9430 FOR COUNS6JNG flPPO»NTM€NT 



COORDINATOR: Judy Chopmon 
. COUNS&Ofl: Kothy Campbell 



STUDCNT S€flMC€S BUILDING 



(punsejhs [>pdrtment| m COLLEGE OF MARIN 
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NON-TRADITIOmAl EMPLOYMENT (JOBS HISTORICALLY HELD BY 
< ONE SEX AND NOWOPEN TO ALL) INCREASES CAREER OPTIONS 
\ FOR BOTH LMEN AND WOMETl/ 

; THIS SPRING, COLLEGE OF MARIN OFFERS TWO CLASSES WITH 
EMPHASIS ON NON-TRADITIONAL CAREERS. ENROLL NOW ! 

For those choosing or changing careers: 

Counseling*56, Career/Life Planning 
Tues., 1012 (Feb. 2 - March 23), 1 unit. 
Instructor: Judy Chapman, Work Options Program 

For those actively seeking employment: 

\, 

Counseling 57, Job Finding Techniques 

Tues., 1-4 (Mar. 2 • Apr. 20), 1 unit 

Instructor: Kathy Campbell, Work Options Program 

For Information CaO 485-9380 



COLLEGE OF MARIN 
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COLLEGE OF MARIN 





/HAY 4, 1982 

l0 ! 3Oam-3 s OOpm 

Center 




Meet with various employers from the community and discuss 1 
jobs, career opportunities, new career fields, part-time 
and summer work experience. j 
Talk with representatives from ; ! 
Banks • Businesses • Government • Hospitals • Retail 



including: : 

"BanR~o1-Marin _____ 

1 California Highway Patrol . 
1 Golden Gate Bridge, Hwy. & Trans. 
The Fair, Issac Companies, 
Kentfield Medical Hospital j. 
Kaiser Permanente Medical Center 
Kelly Services 
Marin General Hospital 
Micro-Pro International 
P.G. & E. 
County of Marin 
Macy's 



• Pacific Telephone 

~* Safeway-Stores,Jnc,^ 

• United Parcel Service 

• University of California SF 

• Marin Suburban News 

• IBM .- 

• U.S. Postal Service 

• California Personnel Board 

• Bechtel Power Company 

• Summer Youth Employment 
Programs 



For more information call Job Placement Center at 485-941 0 



Job placement (enter 
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FOR BETTER CAREER OPPORTUNITIES AND 
INCREASED EARNING POTENTIAL CONSIDER 

EXPLORING CAREERS IN TECHNOLOGY 

hlOhl-TRADlTIONAL CAREERS FOR WOMEN 

A freeworkshop for perso* 

•Entering or re-entering the labor market 
•Wanting to change careers 



•Computer Science 
•Machine Technology 
• Air Conditioning/Refrigeration 
•Geologic Technology 



•Construction and Architecture Technologies 
•Apprenticeships 
•Engineering Technology 
•Electronic Technology 




vim 




A six-weck,career exploration workshop offering a "hands on" introduction to 
eight on-campus programs. 

J^EDNESDAYS, APRIL 14 - MAY 19 

4:00 p^mT^THxTp^m. 
Library Conference Room 

Instructor: juanita Chou 

Students will register at the first cl*fs session uti earn 1 unit of college credit in Career 
Development! 50. 

For further information or to pre-enroll call 685-1230, ext. 474 or ertt. 439. 

A Gender Equity Program 



Diablo Valley College 
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SUGGESTED FORMAT FOR PRESENTATIONS 



Instructors of each technical area, will be asked to cover the following topics: 

1. The Field What, does it involve? 

What are the tools of the trade? 
What type of work environment might one expect to find 
What types of positions are available in the field? 
What might one do after completing the DVC program? 

2. The Program 



3. The Prerequisites 

4. The Opportunities 



5. The Salary 



USED FOR "WPLORiNC CAREERS IN-TECHNOLOGY'^ AT DIABLO VALLEY COLLEGE. 

\ \ ' ; • ■ \ : ~ 
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What are the components of the program at DVC? 
How much time is required? 
What is the cost? 

What is required before entering the program?'- , 

.Where are technicians employed? 
What are the current placement possibilities? 
Can the DVC program lead to a four-year degree in 
a related field? , 

What is the pay range? ^ * 

Where can a DVC graduate expect to start? 



Blue Collar 
Opportunities 
for Women 

(Gel ahead in a hardhat) 




A six week program for women 
interested in the trades 

9 College of Marin 
Women's Program 



The 

Program 




The Women's Pro- 
gram at the College 
of Marin is offering a 
program to assist 
women interested in 
: entering the trades. 
This program is 
made available 
through a grant pro- 
vided by the State 
Department of Edu- 
cation, Department 
of Vocational Educa- 
tion. Counseling, 
tutoring and career 
information services 
will be provided as 
part of the program. 
Two six- week intro- 
ductory courses will 
| be offered on a once- 
| a- week basis. The 

JcoursesMI) provide 
an overview on 
I Apprenticeships and 
jblue col lar work. _ 



9 College of Marin 
Women's Program 
485-9641 



Two 

Six-Week 
Programs 

I. Saturdays, 9:00 A.M. - 1:00 P.M. 
July IS -.August 22 

Manzanita Center - Marin City * 

H. Saturdays, 9:00 A.M. - 1:00 P.M. 
September 12 - October 17 

College of Marin * Kentfield 



Support 
Services 



Ongoing counseling for course 
participants 

Tutoring 

Childcare referrals 

Placement for training 

Campus and community resources 



What 
You 

Will Learn? 

* Information about various trades 

* The in's and out's of Apprenticeship 

* Local training resources 

* Safety and survival techniques 

* Tool recognition and how to use them 
—Strengths * n d skills necessary for success 




If you are interested 
in the program please call 
Gail Mason at 485-9641. An 
appointment will be made with you 
to answer any questions 
or concerns you may have and 
-to sign up for the course. 




Instructor: CRIS SKIDMOR^, tradeswoman; 
instructor, John O'Conell Community College 
Center; Chair, Tradeswomen, Inc. 

and 

Guest Speakers: 12 women in blue collar work 

% 



— College of the Redwoods 
Fall Quarter 1982 

Introduction to Women/Men in Vo Tech 



Open to both women and men who are interested 
in exploring technical occupations. 
This course will help you explore career oppor- 
tunities in the vocational technical field. Find out 
what is involved in various vocational careers and 
how the vocational programs at College of the 
Redwoods can help prepare you for employment in 
your chosen field. TTh 3-6 p.m. 

4 units 

§ No fee 

After an orientation session, a different 
vocational area will be presented each week. 
Where possible, hands on experience will be 
provided* Career planning, guidance and 
counseling will be covered during the last 
week of the course. Vocational areas which 
will be presented are: t 

• Electronics • 

• 'Agriculture • 

• Plant Science • 

• Machine Tool Technology • 

• Diesel Heavy Equipment • 
Technology 



Construction Technology 
Drafting Technology 
Forestry 

Auto Technology 
Child Development 



For more information, call 443-8411, Ext. 600. 
Register September 16 & 17 during General 
Registration at College of the Redwoods 
main campus. . 
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Agriculture 
Computer Technology 
electronic/ 
^ IndustHol Cducotlon 

UJordflroce/ring 



IV 1 



S€X€QUrTV 

Definitions, for New Choices 



EQUITY Justice according to natural law 
or right, specifically freedom from bias or 
favoritism. 

SEX STEREOTYPING 

Attributing behaviors, 
abilities, interests, 
values, and roles 
to a person or group 
of persons op the 
basis of their sex. 



SEX DISCRIMINATION Any action 
which limits or denies a person or group of 
persons opportunities, privileges, roles or 
rewards on the basis of their sex. 

. SEX AFFIRMATIVE Programs, policies, 
or procedures designed to increase 
opportunities for all under-represented 
groups in an attempt to overcome the 
effects of sex discrimination 

^ON-TRADITIONAL OCCUPATIONS 
/PROGRAMS 





Those occupations or 
programs which have previously been 
limited to one sex or in, Which there is 
usually less than 20 percent of one sex 
employed or enrolled 



eaucOmdq^m Ckctwiuc tack 
t*C0fu*ub miekhicidiu f$\ urn 
pcimdfutfpmnt UcMu ifac 
fzute&Hti a %m utiUd H *i umti Urn 
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uu ffru ya&ivx, cm kip.. 
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President 
9 Los A ngeles Pierce College 

LAWS TO HELP STUDENTS 
TITLE IX ' 

-Congress passed Titfe IX of the 
Educational Amendments in J 972 Sex 
discrimination is prohibited in Federally 
assisted education programs Title IX 
^states 

No person m the United States shall, 
on the oasis of sex. be excluded from 
participations m be denied the 
benefits of. or be subjected to 
discrimination under any education 
program or activity receiving Federal 
financial assistance 

TITLE II 

Titfe II of the Education Amendments of 
1976 is Federal Legislation regarding 
vocational education One of the purposes 
is to help all students receive the job 
training needed to become financially 
secure. Part of the law is 
To develop and carry out programs of 
Vocational Education within each 
• state so as to overcome sex 
discrimination and sex stereotyping 
m Vocational Education programs, 
and thereby furnish equal 
educational opportunities m 
Vocational Education to persons of 
both sexes 



ftcp/.A0...f\KCC// 

ADMISSION AT PIERCE COLLEGE. ...This 
is your first step. The people to guide you 
will be found in the Administration 
Building, You may call the Admissions 
Office at347-055'1 x,'204 for information 

COUNSELING... This step insures that 
you ^rej)Jf_Loj.good„staaJhere are lots 
of good people to help you 

What classes do I need? 

What career is best for*me? 

Can I transfer to a university? 

Where should I start? 
, How long will the course take 7 

What income can I expect? 
TRY IT. YOU'LL LIKE IP" SEE A 
COUNSELOR IN THE ADMINZbLOG 

WHAT WILL IT COST... There is no 
tuition for California residents. S*jdenfs 
must purchase books and ther » nay be a 
small supply fee for some classes The 
FINANCIAL AID OFFICE is in Bungalow 1 7 
Don't let the lack of funds keep you from 
starting You'll be amazed at the help that 
is available 

SUPPORT FOR NON-TRADITIONAL 
STUDENTS... You- bet! Whatever the 
problem... or to find a friendly place on 
cafcpus. come to Bungalow 19 or call 
Carol Rookstool at Ext 452 for any 
assistance you may need. 

SERVICES AVAILABLE. . . 
Work Experience Credit 
Scholarships 
Career Counseling 
Math Anxiety Workshops 
Job Placement/Summer Jobs 
/Special Classes for Beginners 
Advanced Classes for Opportunities 
Discussion/ Support Groups 
Speakers/Successful Professionals 
Field Trips/Business Contacts 




INDUSTRIAL 
EDUCATION 

Project SEEK is looking for -students who are 
interested in a career in one of the following 
^ ^ Industrial Education fields: 

*• AUTOMOTIVE SERVICE TECHNOLOGY— Come 

on! It's time we got under our cars and found 
out more about the machines that get us to 
~ and from work — 

• CONSTRUCTION TECHNOLOGY - A woman's 

house is her castle.. .especially if she has a 
hand in Duildmg it 

• drafting,- Sharpen your pencils and get 
ready for an excit'ng regarding and 
Challenging career 

• quality control - Precision and 
organizational skills pay off here 1 

• MACHINE SHOP TECHNOLOGY - If you don't 

think power driven machines are an 
important part of industry, ask Rosy the 
Riveter. . .or call Project SEEK at 347.0551 
Ext 453. 

• numerical control - A simple example of 
this process is the punched paper roll in a 
player piano But »t gets much more 
interesting when it involves high powered 
machine tools 

• tool and die - Learn about the an of 
producing quality precision parts 

• WELDING - If you join Project SEEK, you can 
join |ust about anything... anything made of 
metal that is 

The most important point to be made here is 
that Industrial Education is for everyone. It 
makes no differenc? »f you are male or female. 
Everyone wants to hjnt a well paying job and 
be m a profession m which there is a high 
demand for qualified workers We can 
prepare you for those jobs Find out more by 
contacting q £i j 

industrial Education Department Chair < 

Robert Munsev Ext 362 
SEEK Counselor Eileen Shtff Ext, 444 
SEEK Director Carol Rookstool Ext. 453 JKt 

SEfif 



WANT TO TAKE CLASSES THAT WILL HELP YOU GET A JOB 
AND A DECENT. SALARY RIGHT AFTfeR GRADUATION? 




ARTS 10 



A GOOD PLACE FOR MEN AND WOMEN 
WHO LIKE VARIETY 
TO EXPLORE POSSIBILITIES 
IN THE FOLLO WING AREAS: 




• AUTOMOTIVE SERVICE TECHNOLOGY 



• DRAFTING • ARCHITECTURE • INDUSTRIAL ARTS 

\ 

• NUMERICAL CONTROL • MACHINE SHOP TECHNOLOGY 

• QUALITY CONTROL • WELDING • WOODWORKING 

• NO EXPERIENCE NECESSARY 

• OFFERED EVERY SEMESTER 

• DAY AND EVENING CLASSES AVAILABLE 

• SIGN UP EARLY-CLASSES FILL UP FAST 

e 

FbR MORE INFORMATION CONTACT: MR. MUNSEY, CHAIRMAN 
INDUSTRIAL EDUCATION DEPARTMENT GENERAL METALS LABORATORY. k 

347-0551, EXT. 362 



. *»0*# »»C"tMi#i*TIO#i roue 
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woman 



"The machine trade is a wide-open field for 
women" according to Sara Garneau. 

Machines may be huge, she acknowledges. But 
many are power-controlled and women are apt to* 
possess a manual dexterity, that compensates for lesser v 
strength. They can also learn the necessary mathemat- 
ical skills, she adds. 

Ms. Garneau is the only woman in a class along 
with 18 men currently enrolled in the machine and 
metals technology program at the Colleger* Marfe. 
She says that her experience with patterns in home 
sewing has been helpful in envisioning the steps needed 
to complete a particular job. 

"AND IF SOMETHING is too heavy, I don't mind 
asking for help" she smiles. • • * 

Ms. Garneau, divorced and the mother of a 7-year- ' 
old son and 14-year-oW daughter, lives in Fairfax. She 
was motivated tojbegin the two-year College of Marin 
program a year ago last August 

Her instructor, Ray Moitoza, says jobs are just 
•pout guaranteed to successful graduates. A critical 
.shortage of machinists and tool and diemakers exists 
today : and salaries for journeymen machinists run 
I between $12,000 and $22,000 a year. 
• Ms. Garneau is already earning pocket money as a 
; laboratory assistant this year. \ 

Hie College of Marin program, which has been in 
existence for 11 years offers expert instruction and fine 
equipment In order to encourage more women to 
, consider this non-traditional career, the College of 
Marin counseling department is offering a free work- 
sh»,from 1 to 3 p^ Tlmrsday in Dickson Hall, 
College of Marm, Kentfield. 

Women who attend will learn about the kind of 
wo* * machinists does, the skills that are required, 
and the opportunities for employment ' 

SPEAKERS INCLUDE Judi Epstein, owner of 
AtttoeMtet ^MsehlBe- Wo^0 9 San Leandro; George 
;BW; fabrication, shop nuhaMr at Hewlett Packard, 
.Santa Rosa; and GjUegeTlKrin instructor Moitosa! 
Sl E*J*«a«»« wUl be in the machine shop when 
>V*rtgWto can see machines demonstrated and ask 
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This workshop is the first of a dual program 
designed to introduce both men and women to the 
opportunities in pursuing non-traditional careers. *A 



workshop for men who wish to learn about clerical 
careers is scheduled Feb. 4. 

For more information call 485-9380. 
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Independent journal Wednesday, February 3, 1982 



Men can be secretaries, too 
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afoot In flhe door 
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Pram tlma immtmorUl, MenUriM ha?a baa* 
Caitoooa hava wafarlind curracaou fonala 
■glgflwn oa (fa* Up of fetr mak boMW. No 
•Met aw iiiit ww atunmonad aomaoaa from tba 

t^PlUg POOl and O^^poctod ft J 



Bat John FagarengM bat been a secretary for 
am than » yean 

A* into* of PCMOB in te Rafael, John Fagar- 
Mf.tm, ffiee art prepares reports sidtfauide with 
* female counterparts; ftrUm,typtagaad*crthaftd 
km boon tkt open eeeomt for two careers. 



JUkm I to Lower Lib Bgk School it Late 
Cavity, I look a number of buabees couroes, iadadtac 
tobg. Four ot no boys triad to tackle shorthand, ad 
if tar of us got a D or aa F. I got an F. M 

. His shorthand teacher, however, volunteered to 
i ig ia g s thefaflfag grade If raj*** would com to 
Ma bona once a waft during tbo summer and perfect 
Ms akffla. Encouraged, Fageteag anroOod ia a mow 
edvaex»d daai tbo fallowing yaar, 

Wke* ba joined tbo Navy after graduation, Fagar- 
toUsesdhbaklkartwesaselCBri 
wflk tbo submarine eervice 

Ahoard slip "I typed everything including tba dally 

'"bai — 



la 30 yean on active duty, ba kept pay, health and 

1 lor Ms fallow seamen, and fa between 

t nut 1 oar and conventional subs, wot bad 
aa a stenographer tad aacrataiy far staff admirals. Hb 
kept racocds of evidence and testimony M "big invest*- 
gatkme- the sinking of a minesweeper, the fees of an 
airplane." 



Otbar Navy stenographers got glamor i 
with tba Joint <^/oT5aff or bite Pontine* or 
tba Secretary ot State to boa Certain 
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Wta* hater Ofcf Pate OttcarPapragl 

ISftffflf'gfr:?' SfRjg flra raari u a dark 

"No mattar what JobWit looktaf far, knowing 



typing and shorthand will help you 
every time," aaya Fagereng "If you're 
versatile you can gmt a loot in tba door, 
and start woeUng your way up, ihe 
c o mp et it ion ia putty strong far noma of 
,the jobs bora, and PG&E likes to 
promote from within." 

Many men, ba concedes, avoid secre- 
tarial work because of low pay* But be 
feels it's the ticket to opportunity, the 
prelude to advancement. 

For that reason, he wiU participate 
in an office skffls career seminar for 
men Thursday from 7 to 9 p.m. at the 
Buebeea SUDs Center of the College ot 
* Marin., 

The Job outlook in office occupations 
la excellent, according to Brian Wilson, 




coordinator of the _ 
t or. Ho has Uned up 
ployers far ths 
Francisco t empo,. 
from the County 
Fireman's Fund. 

Fagersng w&l give the cmpfayae's 

pointofvkwmaswmJefrirS&^a 
senior rate and divisions clerk fir 
Southern Pacific, and Larry Lewis, 
assistant director cf personnel at Hyan 

on Union Square. 

nJ5?. ^S^J* j ^y g^ J5L? 3 

itterfanon*^^ 
men and woman. 
Information is available at 



College of Marin 1981-82 Catalog 




Two- Year 
Career Programs 
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© 

© 

© * \ 

© Th e job outlook in office occupations is excellen i. '''here is a demand for q 

© word processing operators, administrative assistants, accounting 9 

^ clerks, stenographers, typists, bookkeepers, etc. Positions are/vailable f$ 

© in a wide variety of work settings with advancement potential. * ,'2 

© / ~ 
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CONSIDER 
OPPORTUNITIES 
IN OFFICE CAREERS ! 



9 
9 
9 
9 
9 
9 
9 
9 
9 
9 

9 
9 
9 
9 
9 
9 
9 
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x Learn more! You are invited to an evening workshop: , 9 

© THURSDAY, FEBRUARY 4th, 7-9:00 P;M. § 

© BUSINESS SKILLS CENTER, ROOM 104 2 



w This workshop will feature employers who will discuss job j-t® 

© opportunities: * 1 2 

^ * Certified Flexstaff Temporary Personnel Service, S.F. 2 

© * County of Marin, Affirmative Action Office / ^ 

* * Fireman's Fund Personnel Department San Marin 9 



9 
9 



© And experienced office personnel who will describe their work: q 

★ John Fagereng, Utility Clerk-Steno, PG&E 3 

9 

^ Transportation Co. - 

1) 

® There will be a demonstration of word processing equipment by Brian ® 

3 



t> * Jeff Krupnick, Senior Rate and Divisions Clerk, Southern Pacific 

Transportation Co. 

Larry Lewis, Assistant Director of Personnel, Hyatt on ® 
Union Square ^ 

9 
9 



$ Wilson, Instructor, Coordinator of Business Skills Center, COM. 

$ Time will be provided for questions. Information packets will be given. 9 

£ 999999999999999999 § 

§_ EVERXONEJWELCOME-I § 

^ Sponsored by Work Options, a project to increase career opportunities for men and women 9 

0 For information, telephone 485-9960. 9 

| COLLEGE OF MARIN Q j@u^^ § 

9999999999999999999999^999399999999999999993 

j 
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WOMEN: CONSIDER MACHINING CAREERS! 

Today, because of the nation's need for skilled worker* and because of women's 
expanded participation In tha Iaborfbrca, employers are acUvely recruiting womenfor 
the *radee. Therein IncrcasinKandsteudydenmiMlforakllied machinifla.'rhettverafle 
eamhifSfor muchlnlstsarc HlfiOQ per month. Machinist training le*vallablcut COM. 

YOU ARE INVITED TO A WORKSHOP TO LEARN MORE ABOUT MACHINING. 

• What does a machinist do? 

• What skill* arc required? 

• What arc the opportunities for advancement? 

GUEST SPE\KERS: 

* Jmil Epstein, Owner. Auroconlcs Machine Works. San Leandro 

* George BHgh. Fabrication Shop Manager, Hewlett Packard, Santa Rosa 

* Ruy Meitoza. Machine and Metals Technology Instructor. COM 

MOVIE: "Anything You Want To Be** 

DEMONSTRATION: Various power driven and numerically controlled machines. 

Time will be provided for questions. Information packets will be given. 

DECEMBER 3. 198! 1:00 - 3:00PM DICKSON HAJlLj ROOM 111 

Sponsored by WORK OPTIONS, a project to increaae career opportunities 
for men and women. For information, telephone 456-9380. 



Counseling Upartment g COLLEGE OF MARIN 
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HARASSMENT 

A WORK ISSUE OF TODA Y 



Sexual harassment is an issue of concern for both 
men and woman, employers and employees. It has 
been termed a systemic problem in the American 
work environment. 



This evening workshop *will explore: 

# the definition of sexual harassment 

# the law and recent court decisions 

# the sociological impact of rapidly 
changing sex roles 

# the personal^ confusion and resentment 
which results when once acceptable 
behavior becomes inappropriate. 



'The Workplace Hustle a film which won awards in the 
1980 San Francisco and New York film festivals will be 
shown. 



WORKSHOP LEADERS: Constance Bernstein M.A. 

Communications Consultant 

Mary Fuller Ph.D. 
Corporate Consultant, Author 

DATE: JUNE 3, 1981 
TIME: 7 to 10 P.M. 

PLACE: Fusselitian Hall 120 
INFORMATION: Phone 485,9432 

EVERYONE WELCOME! NO FEE 



Counseling [Apartment 
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COLLEGE OF MARIN 



December 7, 1981 



Dear Workshop Participant: 

1 hope you en j oyed the workshop , "Women : Consider 
Machining Careers*" vand found the presentations and 
tour to be informative* 

If you need help in registering at College of Marin, 
or need information regarding machining careers or 
any non-traditional career, please contact 3 me. 

You may call me or make an appointment at' 485-9380. 
My card is enclosed. 

I hope to hear from you soon. • 

Sincerely, ..„— . — 





Kathryn Campbell 
Counselor, Work Options 

KC/peb 

Enc losure 



KENTFIELD 

CALIFORNIA 9 4904 75 
. TEL (415) 4 5 7*8611 



COLLEGE OF MARIN 

October \27, 1981 

3 



I am writing ,to introduce myself and a new program which 
may be of interest to you. My name is Kiathy Campbell arid 
I am a career counselor with -Work Options, a program 
assisting both men arid women interested in careers or 
enrolled in vocational Masses which are considered 
non-traditional" because, in the past, they have been 
associated with one sex. 

• 

Work Options is providing a number of services such as 
career counseling, counseling support, and information 
about changing work roles, work site yisits, pre-employment 
preparation, and job placement assistance. A program' 
flyer is enclosed. 

As a student enrolled in a noh- traditional class you 
are. invited to use any of our services. There is no 
fee. Even if you are not in need of services at this 
*time, I would very much like to. meet and talk with you 
to discuss your experiences as a non- traditional student. 
Please call 485-9430 for an appointment. 

I hope to talk with you soon. * 

Sincerely, 




Kathryn Campbell 
Counselor 

KC/peb 



KENTflElO 
CAUf OINiA 94 
T 1.1 (41S) 4 S 7 • • 
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• SURVEY.OF INSTRUCTORS 
REGARDING WOMEN 
" IN 

, MACHINE METALS TECHNOLOGY/MACHINE SHOP PROGRAMS , 

♦ 4 

You are aware of the intensive effort in the last few years to encourage men and women to enroll in vocational programs non-trad* 
ttonal for their sex. This survey elicits the knowledge acquired by instructors during this process. Your experience is critical to under- 
stand the barriers which exist today and to select the most effective methods of recruitment, retention, and placement in the future. 

Survey results and recommendations for mode! approaches will be distributed throughout the state. 

Thank you for taking th^ime to share^our expertise. 

RESPONDENT INFORMATION 

1 .• Are you : (Circle one number) Male 1 

» Female 2 

2. .Please indicate Kb* long you have taught machine metals technolog) at the postsecondary level. (Please circle the number cones 
% ponding to your answer.) » 

- ■ 1-5 Years 1 

* 6-10 Years.'. :2 

11-15 Years 3 

16-20 Years 4 

21+ Years. .*. . .5 

PROGRAM INFORMATION 

3. Jn your years of teaching experience, how many women would you estimate have enrolled in your machine metals classes? (Please 
circle the number corresponding to your answer.) 

0 1 

5 1-5 2 

. 6-10 3 

11-20 4 

20+ u 5 

4. What percentage of women would you estimate are enrolled in machine metals technolog) at your college this fall? (Please circle 
the number corresponding to your answer.) 

0-5% 1 

6-10%. . .'. .2 

11-20%: 3 

21+.% 4 

5. ,Docs your campus have a special program(s) to recruit and or assist non-traditional students in. (Circle number to indicate answer.) 

* • '6ont 

» Yes No Knpw 

tr • 

a. Machine metals technology 12 3 

b. .Selected programs (e.g., women in electronics) 1 2 3 

c. All vocational areas 1 2 3 



If Yes, please describe program(s) and comment on effectiveness. 



' 5 . 



RECRUITMENT BARRIERS 

* i 

6. Why do you think more women DO NOT ENROLL in machine metals technology programs? (Piease indicate your agreement or 
disagreement with the reasons listed below by circling one number on every line J 

* Strongly Don't Strongly 
»_j Disagree Disagree Know Agree Agree 

Women do not enroll because ... ^ 

# • 

* a. They lack information about: 
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.L, 


3 


4 


5 


(2) their skills and/or interests 




i 


2 


3 


4 


5 


(3) job opportunities 




i 


2 


3 


4 


5 


(4) college vocational programs 




i 


2 


3 


4 


5 


b. They: 


* 












(1) dislike this type of work 




i 


2 


3 


4 


5 


(2) are not seriously interested in working 




i 


2 


3 


4 


5 


Q. They lack adequate confidence in: 














CD their ability to learn required skills 




. i 


2 


3 


4 


5 


(2) math skills 


— ^ 


i 


2 


3 


4 


5 


(3) technical background 




i 


2 


3 


-4 


5 


(4) manual dexterity 




i 


2 


3 


4 


5 


- (5) physical strength 




i 


2 


3 


4 


5 


d. They believe: 














( 1) men are better suited to this job 




i 


2 


3 


4 


5 


(2) finding a job would be difficult 




i 


2 


3 


4 


5 


(3) competing on the job would be difficult 




— \ ll_ 


2 


3 


4 • 


5 


e. They fear negative reaction by: 










- 




( 1) other students 




! 


2 


3 


4 


5 


(2) instructors 




1 


2 


3 


4 


5 


(3) co-workers 




1 


2 ' 


3 


4 


5 


(4) employers 




1 


* 2 ,^ 


3 


4 


> 

* 5 


f. They have been discouraged from 
selecting this career by: 














(1) family 




1 


2 


3. 


4 


5^ 


(2) friends 




1 


2 i 


3 


4 


S % 


(3) counselors 




1 


2 ' 


3 


4 


5 


g. They lack experience in working 
with machinery and/or tools 




1 


2 


3 


4 


5 


h. They fear they could not support self 
and/or family on prevailing wages 




1 


2 


3 " 


4 


5 


i. They have never known a woman 
with this job 




* 
1 


*2 


3 


4 


5 


j Other- 





















RETENTION BARRIERS „ ^ 

7. When have you notices the largest number of withdrawals by women from machine metals classes? (Please circle the number cor- 
responding to your answer. ) 

Register and don't show 1 

After first class; . . . /2 
Weeks 1-3 3 

, Weeks 46 4 

After sixth week 5 

Don't know 6 



8. Why do you think women who have enrolled in machine metals technology programs decide to withdraw? (Please indicate 
agreement or disagreement with the reasons listed below by circling one number on every line.) 





Strongly 

Disagree Disagree 


Don't 
Know 


Agree 


Strongly 
Agree 


Women decide to withdraw because . . . 












a. they lacked adequate: 










- 


flVself -confidence - 


1 


2 


3 


• 

4 


5 


(2) math skills 


1 


2 


3 


4 




(3) exoerienee with machine* 


1 


2 


3 


4 


5 


(4) technical knowledge 


1 


2 


3 


4 


;S 


V 

* * 

b. They may have felt: * 












(1) out of place v 


1 


2 


3 


4 


5' 


(2) unaccepted by male students 


1 


2 


3 


4 


5 


(3) male students were favored 


1 


2 


0 


4 


5 


(4) opposition from family 


1 


2 


3 


4 


5 


(5) rejection by friends 


1 


2 


3 


4 


5' 


c. They had no contact with women who: 












(1) completed the program 


1 


2 


3 


4 


5 


(2) taught classes- 


1 


2 


3 


4 


5 


(3) worked in the field 


1 


2 


3 


4 


' 5 


d. They had inaccurate expecta- 
tions . 


1 


2 


3 


4 


5 


e. They disliked machining 


1 


2 


3 


4 


5 



f. Instructional material showed 



PLACEMENT BARRIERS 

9. Do women graduates from your program face difficulty finding employment in their field? (Circle one.) 



Yes No Don t Know 
I 2 3 



10, II V es, please indicate ho\% you think the following considerations affect that situation? (Circle one number next to each UneJ^ 



Strongly Don't Strongly 

Disagree Disagree Know Agree Agree 



a., Employers reluctant to 
hire women 


1 2. 


3 


4 


5 


b. Women lack job seeking T 
skills 


1 2 


3 


4 


5 


c. Fewer jobs exist than 
applicants 


1 ' 2 


3 


4 


5 


(1. Women lack friend/family 
network 


12 


3 


4 


5 


- e. Unions uncooperative 


1 2 


3 


4 


5 


f. College placement service 
not adequate 


12 


3 . 


4 


5 


g. Instructor not directly 
involved in placement 


1 2 


3 


4 


5 


h Oth».r- _J : 



COMMENTS: 



. V 



1 1. Do>ou ha\can> comments or observations about women in the fieftTbf machines metals technology? Do you have any particular 
experiences or incidents which you think will assist other instructors or colleges to recruit, retain and/or place more' women in 
machine metals technology programs/careers? Please use the space below. 



84 



9 

ERIC 



I hank you lor taking the time to complete this sur\c>. II >ou hate anv questions, telephone Jud> Chapman (415) 485 9443 Please 
return this survey to Work Options, College of Marin. Kent field. CA 94904. 



ERIC Clearinghouse for Junior Colleges 
96 Powell Library Building 
University of California & JUL „ 
Los. Angeles, California 90024 
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